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Introduction



The New Hires


Susan sat down at her desk in the personnel department. It was the first day of the month, her favourite day. Susan was the company’s recruiting expert. After months of discussing staff requirements with the department heads, posting job advertisements, interviews with applicants and preparing the employment contracts and other paperwork, today was the day when she could finally welcome her new colleagues.


Susan loved working with people, so she considered any kind of administrative task a necessary evil, but after almost three years with the company she thought she knew how to handle the boring stuff. As proof, welcome packages and access cards lay in front of hear, ready to be handed over.


At eight minutes to nine the front desk rang and announced the arrival of the new hires. Susan would go to pick them up immediately, but first she opened a drawer to take out the envelopes that contained the computer login details. Rather than e-mailing this information to her, the head of IT insisted that it be sent by internal mail. Susan found it funny that access to the company’s digital world come by paper only. She reached for the envelopes – they were not there! That was impossible!


Thinking hard for a moment, Susan realized that she had no recollection of receiving the envelopes. They usually arrived a couple of days in advance. It took IT three days to send them after she had requested the login details. She always did that by phone to make sure that the colleague at IT who was handling the matter would pick the right employee from the database. And she had given them a call about a week ago – oh, she froze – that was when the database was down and the kind IT specialist had asked her to call again an hour later.


Which she had forgotten to do.



A Storage Rack


Jim liked woodworking. It was his favourite hobby, and he had become quite good at it over the years. He had built tables and wooden boxes with hidden compartments. His masterpiece was a bookcase that had a moving section which could be opened to reveal more storage space behind the book shelves.


The current project was less exciting. It was a plain storage rack for his garage. The construction was simple and symmetrical: three vertical boards would carry the horizontal shelves. Jim thought the middle board would give it enough stability, so he could just glue everything together.


All pieces were sanded already. He drilled the holes for the dowels. Jim was bored and wanted to be done with it. As the construction was no challenge, he decided he would just put glue on all the parts and clamp everything in one go. He would need to be quick, but he had assembled more complicated pieces before.


He used a brush for the glue. Working quickly, he could not avoid smudges but would worry about them later. He put one vertical board flat on the floor and put the dowels and shelf boards into the right places. Now he had to fit the middle board on top of the seven shelf boards. The dowels didn’t go into the holes right away; at least one of the pieces always sat askew.


Damn, this was taking too much time. He became worried about the glue settling. Finally, the middle board was in place. One half done!


Next came the shelve boards for the other side of the rack. They were waiting on his joiner’s bench and had to go on top of the middle board. When he reached for them, he noticed there were only six pieces. Where was the seventh? He had done fourteen shelf boards in total, had he not?


Without the seventh piece, he could not clamp the second half. He had to clamp the half that was already assembled before the glue dried, though! But he needed to get the glue off the loose pieces if he wanted to be able to use them later!


Why had he not counted all the pieces before putting glue on everything?



The Missing Swimsuit


Robert and Jill had checked into a luxury resort in Florida. It was the first time they had gone on holiday in over a year. Robert ran his own consultancy firm that advised logistic companies on complex projects. He was a project manager by heart and had checklists and assessment tables for everything – both at home and in the office. The resort they were in was not a random pick, of course, but number one on Robert’s Recreation Destinations List.


Jill did not mind his checklist obsession most of the time or rather ignored it whenever possible. Regarding their current journey, however, she had found it necessary to intervene: when she had noticed that several south-east Asian islands were leading the destination list, she had pointed out to Robert that the Political Stability criterion might be under-weighed. The revised ranking of the destinations was more to her liking.


Robert was already in his swim trunks. ‘What about a dive in the pool?’ he asked.


‘I must have left my swimming togs at home,’ Jill answered. ‘I’ll have to do some shopping first.’


‘You didn’t bring a bathing suit?’ Robert was incredulous. ‘It’s on the packing list!’


‘Are you sure? Well, maybe I didn’t use the right version.’


Jill called the front desk to order a taxi.


‘I am sure it is on every list because there may always be an indoor pool,’ insisted Robert while he switched on his notebook to review the checklists.


‘Never mind,’ Jill answered unperturbed. ‘I am sure they do sell swimwear in Florida.’ And why would she bring old bathing suits when she could buy new ones here? But she didn’t say that out loud.


*


Robert and Jill will be fine. This book is for the Jims and Susans among us – people who are enthusiastic about their jobs but desire some help with the mundane and mechanical tasks.


Checklists come in many forms. I have seen scribbles on sticky notes, plain text files, and sophisticated (or not so sophisticated) spread sheets. The types of checklists are as varied as the complaints people have made about them: incomplete, with items in the wrong order, outdated, redundant, unclear, misleading, ugly, …


If you need checklists but sometimes struggle with them, join the Checklist Workshop. This book contains many concepts and techniques for creating checklists. It is meant to give you a wide range of options to choose from and combine according to your situation.
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